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Hiring a Religious Order Priest, Brother or Sister into PrimePay 

Please follow these step-by-step instructions when entering a new Religious Order Priest, Brother, or Sister into 

PrimePay.  All changes should be made in an Open payroll.  

Employee Maintenance: New Hire Express- Multiple Location Lookup 

 

1. Click on “Employee Maintenance” on the left-hand navigation. Then click on “New Hire Express.” 

 

2. The screen will open to “Multiple Location Lookup.” Enter the Social Security Number for the new hire 

and click on the “Verify” button. The system will let you know if the individual is employed anywhere else 

in the Archdiocese, terminated in your division or currently not employed within the Archdiocese or your 

location.  

 
3. If the person is not found within the system, you will receive the following pop-up message. A message will 

also appear if the person is found at another PrimePay division or if he already exists in your division. 

 

4. Once you click on the “OK” button, the screen will automatically navigate you to the New Hire Express 

screen. It will auto populate the Social Security Number.  

 

5. Populate the new hire screen by filling in all the fields. Required fields are indicated by an (*) and (**) 

indicate required fields if applicable. 

a. For a Sister, Priest or Brother whose pay is sent to a religious order, Address Line 1 should be the 

name of the Order.  

b. The taxable status for these individuals should be “Tax Exempt – no 1099.”  

c. Many fields will automatically populate once you choose the correct Canonical Role, including 

Taxable Status, Accrual Code, FLSA Code, Retirement Plan and WC Code by State. For information 

on how to complete the other fields, please review the appropriate tab in the spreadsheet titled, 

“Information to Populate Required fields in PrimePay: Priests, Religious, Deacons and 

Seminarians” at http://www.catholicbenefits.org/admins/admins.htm. 

 

6. Once you have entered the information, click “Save.” 

http://www.catholicbenefits.org/admins/admins.htm
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Please notify the Benefits Office at 617-746-5640 or benefits@rcab.org if the Religious Order Priest, 

Brother, or Sister needs medical/dental coverage under the RCAB Lay Health Plan. 

 

Setting up A Religious Order to Send A Check or Direct Deposit  

 

If you would like PrimePay to send a check to the religious order on a set schedule (ex: monthly), please contact 

PrimePay Customer Service at 888-697-0021 or PrimePayCS.Support@primepay.com for further assistance or you 

may enter it in yourself per the instructions below. 

1. Under Employee Maintenance / Employee Voluntary Deductions, create a new deduction using “MISC”.   

Change the Behavior code to Pct of Running Net.  Set the Percent to 100%.  **Please note, these payments 

will appear on Vendor Check List (Report #034). 
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2. Go to Employee Vendor Setup and check to see if the Vendor exists already.   (Click the icon to add a new 

record, then click the drop-down for Vendor Code.)  If the code exists, you can go ahead and add the “MISC” 

deduction from the drop-down list.  Make sure to list the employee’s name under Employee Specific 

Information and check the box to update the Vendor Code in the corresponding deduction record.   

 

**If the Company Vendor is not already created, contact Client Success at 888-697-0021 for assistance adding this 

record or follow the steps 3-5 below to create the record then return to this step. 

 

3. Under Company Maintenance, select Vendor Setup 
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4. Click on the blank page icon, shown circled below.  Fill in the fields similar to the example below: 

 

5. If you would like PrimePay to use direct deposit to send funds to the religious order, go to Employee 

Maintenance/Direct Deposit and set up the Direct Deposit account that The Order would provide to you.  

(Same process as normal.) 

 


